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Instructions for Uploading and Downloading Attachments Using the PAGE Document Library

Introduction

PAGE provides users with the capability to upload various types of documents as attachments to the Application
Package and to the grant in general. This document provides instructions on how to use the PAGE Document
Library to upload and attach document to the grant.

There are two primary methods for attaching documents to the grants. The first was is to use the upload capability
to upload attachments to the SF-424, the second is to upload attachments to the grant using the Document Library
menu option under the Grant Administration menu. Regardless of the method used to upload the attachments, they
may be accessed via the Document Library menu option.

1. Uploading attachments to the SF-424

One you have selected a grant, the SF-424 may be accessed by selecting the Application Documents - SF-424
menu option on the left navigation menu.

Home Energy Rebates b4 OMB Number: 4040-0004
SEP Al Expiration Date: 11/30/2025
Application Documents “ | Federal Assistance (SF-424) File: Program Year 2023 (Revision 1); In-process v =l st
Checklist .
Budget 1. Type of Submission: 2. Type of Application: *If Revision select appropriate letter:
Annual File O preapplication O New
Master File Application Continuation *Other (specify):
Verify and Submit [ changed/Corrected Application [J Revision
Plan Workbook v
Quarterly Performance Reporting v | 3, pate Received: | 4. Applicant Identifier:
Quarterly Financial Reporting v
vl st Praservation v | 5a. Federal Entity Identifier: 5b. Federal Award Identifier:
Reporting Dashboards v ‘ DE:EEC009472
AL e AutoSave @ 0m) B O~ 1) @ ~

To upload attachments, scroll to the bottom of the SF-424 web page to the section labeled “Attachment(s)”” and click
the “Upload New Document” button.

| Add Performance Site Location |

Attachment(s):
File (i)

No records found

‘ | Upload New Document

| Save || Validate SF424

An Upload New Document dialog window will be displayed. Click the Choose File button and a standard Windows
Open dialog will be displayed. Browse to the file you want to upload, then click the Open button to return to the
PAGE Upload New Document dialog window. The name of the file you chose will now be displayed in the File
field next to the Choose File button and the Title will default to the name of the file (without the extension), however
you may change the Title. Optionally enter a comment. The tags are used as a convenient way to further classify
the uploaded document. Since you are uploading from the SF-424, the Application Document tag is selected by
default. You may modify the tag selections as needed, multiple tags is allowed.

Once you are satisfied with the file you chose and have entered the other information, upload the attachment by
clicking on the Upload button.
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Upload New Document

e B T e T e

o NOTE: The file size limit is 50 MB (50,000 KB).
If there is a need to upload a larger file please contact the PAGE Hotline.

‘ File (1) H Choose File | TestUploadDocument.txt ‘

Title: [TestUpIoad Document l

Comment: |This is a test document.
P
Attach to: | Application (SF424) »
Tags: Application Document (JAudit Report [ News Articles
[J other U pictures [J Required Reports
() supporting Documentation
| Upload || Close |
Once the document has been uploaded, you will be returned to the SF-424 webpage and you will now see the
document in the list of attachments.
Attachment(s):
File (1)
1 TestUploadDocument.txt « 4w e
Uploaded by Stephen Martin on 12/08/2023 10:06:12 AM

| Upload New Document |

| Sawa || \Malidata QF424 |
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To edit the information about the attachment, click the icon with the pencil and paper; to delete the attachment, click
the trashcan icon; and to download the attachment click on the cloud icon.

Attachment(s):
File (1)

1 TestUploadDocument.txt mp W

Uploaded by Stephen Martin on 12/08/2023 10:06:12 AM

| Upload New Document

| Saua || \Malidate SFA24

2. Uploading attachments using the Document Library menu option

One you have selected a grant, the Document Library may be accessed by selecting the Grant Administration =
Document Library menu option on the left navigation menu.

LG = Document Library
Energy Future Grants v

Home Energy Rebates [v] I upload new document
SEP ¥/| 0 documents

SEP EERLF [~ | \EiledT)

Application Documents v Ne records found
Quarterly Performance Reporting v

Annual Historic Preservation v

Reports v

Data Exports to Excel v

Grant Administration A

Closeout Processing

Grant Reporting Settings

DOE Notes

Contact Management

Notification Management v
Amendments

SFP Snerial Praiects v

To upload a new attachment, click the link “upload new document”.

. Document Library

I upload new document ‘

0 documents
File (i)

No records found
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An Upload New Document dialog window will be displayed. Click the Choose File button and a standard Windows
Open dialog will be displayed. Browse to the file you want to upload, then click the Open button to return to the
PAGE Upload New Document dialog window. The name of the file you chose will now be displayed in the File
field next to the Choose File button and the Title will default to the name of the file (without the extension), however
you may change the Title. Optionally enter a comment. The tags are used as a convenient way to further classify
the uploaded document. Since you are uploading from the SF-424, the Application Document tag is selected by
default. You may modify the tag selections as needed, multiple tags is allowed.

Once you are satisfied with the file you chose and have entered the other information, upload the attachment by
clicking on the Upload button.

Upload New Document

i NOTE: The file size limit is 50 MB (50,000 KB).
If there is a need to upload a larger file please contact the PAGE Hotline.

$

| Upload

| Close |

Application Document
(J other

() supporting Documentation

‘ File (i): “ Choose File |TestUpIoadDocument.txt ‘
Title ITestUptoadDocument
Comment: |This is a test document.
)
Attach to:  Application (SF424) v
Tags:

(JAudit Report [ News Articles
O pictures [ Required Reports
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Once the document has been uploaded, you will be returned to the Document Library webpage and you will now see
the document in the list of attachments.

Document Library
I} upload new document

1 document 7 filter by
File (i)

TestUploadDocument.txt g [
Uploaded by Stephen Martin on 12/08/2023 10:42:53 AM

Attached to Grant (document library)

To edit the information about the attachment, click the icon with the pencil and paper; to delete the attachment, click
the trashcan icon; and to download the attachment click on the cloud icon.

Document Library
a upload new document

1 document

W filter by
File | | )
TestUploadDocument.txt » Z T <
Uploaded by Stephen Martin on 12/08/2023 10:42:53 AM
Attached to Grant (document library)
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3. Downloading attachments using the Document Library menu option

One you have selected a grant, the Document Library may be accessed by selecting the Grant Administration =
Document Library menu option on the left navigation menu.

EECBG BIL hd| i
Document Library

Energy Future Grants v
Home Energy Rebates [v]| Lo upload new document
SEP || 2 documents 7 filter by
SEP EE RLF A - -

= (Fileli) ;> Download All
Application Documents v =

TestUploadDocument 2.txt ¥ %

Quarterly Performance Reporting v 2

Annual Historic Preservation v Atta

Reports v Ea=
i TestUploadDocument. txt & &

Data Exports to Excel » Uplo. S in on 12/08/2023 10:42:53 AM

Grant Administration A Attache arant ment library)

Closeout Processing

Grant Reporting Settings

DOE Notes
Contact Management
Notification Management v
Amendments
SFP Snarial Praiacts vl

As you can see above, the Document Library webpage displays the list of attachments for the grant. Note that just
below the name of each attachment document the system displays the user that uploaded the attachment as well as
the date/time the upload occurred. The next line shows where in the system the attachment was uploaded. For the
first attachment shown above, the document has been uploaded via the SF-424, for attachments uploaded via the SF-
424, the program year and revision number of the application where it was attached is displayed. For the second
attachment above, the system indicates that the attachment was uploaded using the Document Library.

To edit the information about the attachment, click the icon with the pencil and paper; to delete the attachment, click
the trashcan icon; and to download the attachment click on the cloud icon.

Document Library

_© upload new document

2 documents 7 filter by,
File: 1) > Download All
J—‘_.jl’
118 AM
ttached to C ) 0gra ar: 2022, Revision: 0)
TestUploadDocument.txt ’ & 1 <

Uploaded by Stephen Martin on 12/08/2023 10:42:53 AM
Attached to Grant (document library)

Note: documents attached via an SF-424 cannot be deleted here in the Document Library, therefore the trashcan icon
is not displayed above for the document attached via the SF-424.



